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PO VOUCHERS OVERVIEW

The PeopleSoft PO Vouchers business process enables the creation of vouchers from PO and receiver
data that was previously entered into the system during the PO/receiving business process. The benefits
of this allow:
1. A reduction in both time and effort by not having to re-key data to the voucher.
Improved accuracy as no data is manually entered
Automated tracking of amount and quantity remaining on PO
Automated cross-reference between PO’s and vouchers.
Automated encumbrance and expenditure tracking.
Vouchers can be created either from purchase orders or receiving documents.

o g~

This manual is divided into four main areas

PO Voucher creation

The entire process of creating a voucher from a PO and or a receiving document will be covered.

Budget Checking Errors
The process of what to do when a voucher fails Budget checking is explained.

Ddeting Vouchers
How erroneous vouchers may be removed from the system is covered in this section.

Matching

The match and match exception process is explained.

NOTE: Throughout this manual page shots are included to illustrate and describe the data fields that
must be entered for specific transactions. Not all pages or fields on a page will be explained. This manual
focuses on those pages and fields that are required for data entry for the State of North Dakota.
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PO VOUCHER CREATION

All PO vouchers begin with the copying of PO and / or receiving data. This data may be edited or
additional data may be added to complete the voucher. The real power of a PO voucher is that after the
copying step is complete, most of the work is done.
Steps in creation of a PO voucher include:
1. Copy POl/receiver Data to Voucher
Add Invoice Information
Edit Invoice and Distribution Lines
Edit Payment Information
Edit Voucher Attributes
Edit Accounting Information
Budget Checking

No ok wd

A voucher consists of a Header, Voucher Lines and Distribution lines. As a minimum, a voucher must
have one of each to be valid. In addition, the sum of the distribution lines must balance to the voucher
lines, and the voucher lines must balance to the voucher header. As information is added to a voucher,
items may have been incorrectly added to that prevent the voucher from balancing. If this occurs, the
system has been configured to allow the voucher to be saved in a recycled state. This will allow you to
save your work; however, no additional processing may be completed with a recycled voucher until the
out of balance condition is corrected. Vouchers move through a lifecycle whereby they are first entered,
paid, and finally closed, as their payments are reconciled.

STEP 1 — CopPY PO/RECEIVER DATA TO VOUCHER

ENTER VOUCHER PAGE
Navigation: Accounts Payable > Vouchers > Entry > Regular Entry

We first utilize the above navigation to add a voucher. The Business Unit field will default from your
operator preference. The additional fields, although not required, serve to pre-populate the voucher. A
brief description of each of the fields and their use appears below.
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Click il to take you to the Invoice Information page.

Business Unit — Defaults to specific value for each User.

Voucher ID — Defaults to NEXT. DO NOT CHANGE. The system will auto number each voucher.

Voucher Style — Defaults to specific “Regular Voucher”, use this default for PO vouchers.
Control Group ID — Not being used at this time.

Short Vendor Name — Used to find Vendor ID.

Vendor ID — Optional field, not necessary for voucher entry.

Vendor Location — Optional field, not necessary for voucher entry.

Address Sequence Number Optional field, not necessary for voucher entry.

Invoice Number — Required.

Invoice Date — Required.

Gross Invoice Amount Optional field, not necessary for voucher entry.

Total Voucher Lines — Optional field, not necessary for voucher entry.

INVOICE INFORMATION PAGE
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This brings up the Invoice Information page, where most of the work of creating a voucher takes place.
Since this page is somewhat complex, we will break the page into the following sections. Each section
will be covered individually throughout this manual.

Copy from a Source Document Section

Vendor Section

Invoice Section

Invoice Lines Section

o Distribution Lines Subsection

Copy from a Sour ce Document Section

| PO Unit: Purchase Order: | Capy PO Worksheet Copy Option: | Mone =l

To create a PO voucher, we first must select either the PO and or receiver to copy from. We do that from
this section of the page.

PO Unit — Select the Business Unit where the PO originated from.
Purchase Order — Enter the PO number if known, otherwise utilize the Lookup Q) icon to go to the Look
Up Purchase Order page.

Worksheet Copy Option — Is utilized to select various worksheet options that allow data to be copied
into a voucher.

NOTE: Whenever one or many PO lines without receiving document information is to be copied into a
voucher, select the value “PO Worksheet”, When copying receiving document information, select the
value “PO Receipt”,

AP — PO Vouchers Page 5of 41
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Look UpP PURCHASE ORDER PAGE

Look'Up Purchase Order
Yendor ID: 000000001 &
PO Business Unit: 11000

Purchase Order: |begins with j ||

LookUp | | Clear | | cancel | Basic Lookup

The user can enter criteria to assist in searching for the desired PO number. Leaving the PO number
field blank will return all available PO’s in the system. After entering all desired search criteria, press on
the _L29K P | hutton to return a listing of all PO’s that meet the criteria.

ook Up Purchase Order

O Business L 1100
Purchiase ngar: [neginswin =

Lok lp | | oew | | Goncs || Bisdic Lookup

Sewrch Results
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Next, click on a PO from the returned list to return to the Invoice Information page.
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RECEIVER LOOKUP CRITERIA

Unit: 11000 Voucher: NEXT Return to Youcher Header

pount: | Q) PO: Q) *PODtOpt: [MoDate =] poDate: | 1]
Recv Unit: | Q) Receipt No: Q] *RecvDtOpt: INo Date 'I Recvnate:l (]

Ship To: | Q) Packing Slip: I Q| B
Pro Number: | Q) Bill of Lading: I (Y
Carrier ID; I ey M

As stated above, selecting a value of “PO Receipt” transfers you the Receiver Lookup Criteria Page. Click
on %=t | putton to locate and copy the PO Document information onto the PO voucher. Field
values used on this page are as follows:

PO Unit — Business Unit where PO was created.

PO — PO Number.

PO DT Opt — Allows for additional search criteria in conjunction with PO Date.
PO Date — Date PO was created.

Recv Unit — Business Unit where PO was received.

Recipt No — Receipt Number.

Recv Dt Opt — Allows for additional search criteria in conjunction with Recv. Date.
Recv Date — Date item was received.

Ship To — Ship To location.

Packing Slip — Packing Slip Number.

Pro Number — Not used by State of North Dakota.

Bill of Lading — Bill of Lading number.

Carrier ID — Freight Carrier ID.

NOTE: PO Unit is the only required field on the page, all of the other fields, while not required are utilized
to help narrow your search to reduce the number of eligible receiver lines to select from.
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After the desired purchase order has been located, you will perform either of the following procedures to
select your receiver lines for vouchering:

If all received goods on the PO are being vouchered click the #1224l | button
If only certain lines are being vouchered, check on the desired individual receiver lines

Next, click on the ComyTovaucher| b iton 1o jump to the Invoice Information Page and copy the
selected receiver information to the Invoice Lines group fields.

NOTE: The PO Business Unit and PO number fields are blank once you've copied the line information
and charges from the PO worksheet into the voucher. This allows you to repeat the same process and
add additional PO's to the voucher.
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STEP2 — ADD INVOICE INFORMATION

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry

This next step covers creation of the invoice information, as; all PO/receiver information should now be
included in the voucher. As previously stated at the end of Step 1, pressing the Copy ToVoueher | pytton wil

automatically bring you to this page, manual navigation is not necessary unless you are returning to a

previously saved incomplete voucher.

INVOICE INFORMATION PAGE
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The PO and or receiver information is now copied into the voucher.

Vendor Section

Advanced Yendor Search

[cooooo000z |
|DacoTaH-001
[main
RN
DACOTAH PAPER COMPANY
PO BOX 2727

Yendor:

Name: =Y

Location:

*Address:

FARGO, MD 58102

All of the fields on this section of the page are populated from PO/receiver information.
AP — PO Vouchers
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Vendor — Vendor Number
Name — Name of Vendor
Location — Vendor Location
Address — Vendor Address

I nvoice Section

The fields on this section of the page relate to the vendor invoice that you are vouchering.

Invoice No. — The number of the vendor’s invoice that you are vouchering. The system will give you an
error message if it already exists; this is to prevent it from being entered twice.

Invoice Dt. — The date of the vendor’s invoice, this is used to compute days outstanding.

Pay Terms — Will default to terms specified for the vendor.

Misc. Amt — Not currently used by the State of North Dakota.

Frght Amt — Not currently used by the State of North Dakota.

Total — Defaults to zero, and should be populated with an amount equal to the invoice value that you are
paying.

Balance — Compares the Total (above) to the sum of the voucher lines to alert you an out of balance
situation. As stated above, an out of balance voucher may be saved in a recycled state, however, in
order to process further, the voucher must be balanced.

Invoice Ho: I
Invoice Date: | )] Accty Date: IDSIDEIEDDS Ed
*Pay Terms: ] e - Fl%

Misc Amt: | T B
Frght amt: | B

BHon Merchandise Summary

Total: | B25.00 *Curr: |USD Q| Balance: 0.00

At any time, clicking on the —Remlbutton at the bottom of the page, will rebalance the voucher, and
update the Balance field.
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STEP 3 —1099 VOUCHERS, INVOICE AND DISTRIBUTION LINES

This section covers procedures to utilize when a 1099 vendor has been selected, as well as edits to the
invoice and distribution lines.

INVOICE INFORMATION PAGE

Imvoice Information |_Payments | Voucher Attibutes | Accounting Information_

Style: Regular Entry Status; Open Withholding Comments @

Unit: 11000 Voucher ID:  MNEXT Budget Status: ot Chk'd Post Status: Unposted

| PO Unit: | Q) Purchase Order: | QJ CapyPO | Worksheet Copy Option: | Mone 'I

Advanced Yendor Search Invoice No: |

Wendor: [oooooooots & ivoiceDate: | [ AcctgDate:  [0310/2003 3]
Name: lm Ql *Pay Terms: | Now - B
Location: IW QJ Misc Amt: l— =
*Address: |_1' Q) Frght Amt: l— =

Becky's Bowling Center Mon hierchandise Summary

4554 Ten Pin Avenue

Bismat R 20 Total: I 0.0a *Curr:IUSD <Q/ Balance: 0.0a

1099 Vendors are specified during vendor setup / maintenance, according to state and federal rules.
Whenever a 1099 vendor is populated into a voucher, the Withholding link activates in the Invoice
Information page. |If there are to be no changes to the vendor’'s 1099 status, for this voucher, simply
continue through the rest of the rest of the procedures, and the vendor’'s 1099 rules will be applied. If
however, a one-time change to the withholding rules is required for a voucher, then click on the
Withholding link.
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Withholding Link

Backto Invoice
Unit: 11000 Inwvoice: Vendor: Becky's Bowling Center

VYoucher:  RMEXT Date: 1D: 0000000014

Postpone Withholding? [~

First [ 1cp1 [P Last

Line Descr Withholding CodeWithholding Applicable ll;l
1 [ Ql e

Customize | Find | ¥i P First (0 g op 1 DY Last
’7 ‘Entity  |“Tupe *Jurisiction |*Class WM Rule v |  Applicable
‘ t|irs —@ljfioss QljfFep Al Jor Q] | @‘ W ‘Ll‘;l

On this page, the default 1099 rules for the vendor will be populated into the panel. At this point, if you
wish to suspend 1099 rules for this voucher, click on the Applicable flag to exempt this voucher from 1099
rules. After you are through with any changes, click on the Back to Invoice link to return to the Invoice
Information page.

Invoice Lines Section

One Invoice line will default into the page for each PO or receiver line. Changes to these values may
occur, especially if the voucher is the result of an Authority order. As stated above in Step 2, the sum of
all invoice lines must equal the total amount in the Invoice Section of the page or the voucher will go into
a recycled state. The field values for this section are as follows:

Dist By. — Defaults to value on PO, distributes voucher by either quantity or amount.
SpeedChart. — Are used as a shortcut to distributing vouchers.

Item— Refers to catalog number in Item Catalog.

Description — Description of line item being vouchered.

Quantity. — Quantity of line item being vouchered.

UOM. — Unit of measure.

Unit Price — Individual price per unit of measure.

Extended Amount — Quantity times unit price.
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Distribution Lines Sub Section

It is important to keep in mind that a one line on a voucher may have one or more distribution lines, this is
allowed as long as the quantity and amount being distributed adds up to the quantity or amount for the
voucher line. It is also important to note that values here may be changed from the PO default values.
The following field values relate to common values on this sub section of the panel:

Quantity — The quantity being vouchered to the distribution line.

GL Unit — The GL Business Unit, or agency, the accounting entries will update.

Budget Date — The date of budget being checked against.

Account — The account being charged.

Fund — The fund being charged.

Class — The Appropriation line being charged

Dept — The department being charged.

Program. — The program being charged.

Project. — The project being charged.

Finalize Flag. — Select this flag only when charges for this line will be considered complete, and no other
vouchers will reference it in the future. This will restore any remaining encumbrance to the budget.
Finalization may be reversed at any time if later found to be in error; however, if the reversal occurs after
budget checking has been ran, the voucher will have to be re-budget checked.

1 ‘'Distiye [t *| SpeedChart [

Wem Deseripdion Ouerdity OEL Ut Price Esxtended Al
[ all [ [ & [ Z0.00

" Distriition Lines __ Werve Al TJ—J]I

CharFicia " Exrande el Sleletics: fesale [

_ Anound Quantity GL AN Budgel Date  “Accour Cper Uit Fund Depaniment Cla Projects
1] z0.00 [ronoo fiiooo &) [oameroos (&) [Eoaoin < [l 2 ort ) froo &) [110an & pojests +] =]
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STEP4 — EDIT PAYMENT INFORMATION

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Payment Information
In this step, remit vendor, bank and payment scheduling information is recorded. Generally, this page is
only updated during voucher creation if one of the following conditions exist:

The voucher has multiple payees.

The voucher requires a partial payment.

If none of the above conditions apply, this step is only for reference.

PAYMENTS PAGE

Il e Inmarmation Wolther Mfntes | AccoUning Ifonianan

Witz 11000 VoucherID; 00000335 Py Tarms; [UCSOMWOON =] e P

Faymentinguiey  HolldawCurreney Qedlons  Edoress Pavment  ¥endor Banks Messagas  Drafts ﬂ;l
Lomnants

Rl oz (2000000017 <) B3 Helen's Harsware Slone
A5E54 1 6th Ave South
Location: &N Somaan] VA pnony o sesns

ek G N s |
“Arcount; W a (s ound; lill Uso P [—3
Hethd: lm S check it Duse: lﬁ Referece |

payGrous [ @ L 1z | "
“Hamalling: F [+1 [z o Due; Prawanl Dl li
Wetlioge [ G

i Pasne Seheduled Dyg: (9072003 1

Hold Reason: |_ a, Arcig Dabe:

Separate Payment 7

Esave]  (ChRetum b Errah] (43 etz (42 VET Nty ) Reten ) B L

The number of payments or payees may be adjusted from this page. The system assumes that only one

payment is going to be created. If multiple payees or payments exist for a voucher a new row will have to

be added to the panel for each payment. In addition, to partial payment also require the addition of a

ﬂvl. This is done by pressing on the ;"J icon. Conversely, rows added in error can be removed with the
icon.

For simplicity, coverage of the remainder of this page will be broken down into the following sections:
Payee Section
Payment Method Section
Payment Details Section
Payment Options Section
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Payee Section

*Remit to: IDDDDDDDDH =] Helen's Hardware Stare
45654 16th Ave South

Location: IMA|N ﬂ *Addr:l 1 ﬂ Bismarck, ND 58505

If multiple payees are required, update the Remit to vendor for each payment row that was added.

Payment M ethod Section

*Bank: W 4 L}s
*Account: W G
‘Method:  [CHK Q] Check
Pay Group: I_ G

*Handling: !? G

*Netting: ﬁ =y

Hold Payment [

Hold Reason: I G

Separate Payment

Generally, this section is not used unless:
A partial payment for the voucher is being created.
The voucher requires a different payment method.
The vendor needs to have a separate payment.

Account. — Bank Account.

Handling. — Usage for the State of North Dakota still to be determined.

Hold Payment. — This is selected to hold a payment.

Hold Reason. — All held payments require a held reason, select either: AMT, (Amount Dispute), CRT
(Retention), GDS (Goods Disputed), or WTH (Witholding).
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Payment Details Section

The Payment Details section needs to reflect properly each Scheduled payment. If the vouc her contains
multiple payments ensure that the amounts and due dates of all payments are correct.

Gross Amt: I 10,000 ysp
Discount: I 000 yeo
MNet Due: IDEIEEIEDDE

Discount Due; I

Discount Denied [~

Scheduled Due: IIZIEIE 272003 @

Acctg Date:

Gross Amt. — The amount of the scheduled payment,
Scheduled Due. — This field is calculated from the payment terms

Payment Options Section

After the check / checks are issued, the reference number, i.e. check number and payment date will be
populated.

A ction: ISChEdU'E 1rI
Pay: I :I'
Reference: I
L/C ID: | L
Paymmt Date: I
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STEP5—EDIT VOUCHER ATTRIBUTES

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Voucher Attributes

Voucher Attributes is mainly for reference and serves as a window into various statuses of the voucher.

Very few vouchers will require updates.

VOUCHER ATTRIBUTESPAGE

. Inuoicerdammation | Paymerds ) Wouchor Atribudes 'I::-En:mnlinglnh_palim i

Uit 11000 I Vendor,  Becky's Bowdng Senter
oucher:  EKT Dt I n0onnaneT 5
ity Status: Cpan Clrse Stolus: Qpen Heeay e Buitliped Staius: Mot Chikd
Past Status: Lnpostad Paich Stalus: o Makh Moo Frrorabed Bulget valin
Npprowal Statvs!  Soprmad Danc el Tader ange Statws:rol Chkd
ERS Tynie; Mol dppleahle nickhar Soence; Cnling
T E——.
Enterud on: CUORE00Z U W kresnols O i 110
Last lipdaied: Lippdabad By kretnalis

TiinEachion Currancs

*Soarce: iTal:IIES J"I sCurrencyc iIJEID 1] Ih:t:Tn:r:lCHRNT A/ Exchange Rate:

*kpprinsal; [Pre-approved = Hissiness Pocess: |

Rpproval Rule Set: |

=SB Mo Oyprimmn: | Groan Yo nars daite-Mur g

SHI Humbor:
F past voucher ™ Ciose voucher
[+ Fevalue Veuchar I Delete Voucher

Prapmanent Fateramna; ¥ musomatical v ipply Prapaymest [ Bostposa Wit hodding 7
etnr nf Copim

Letter of Cronitics [ A&

s G Ty

T Girousgr: l_ Tam Pryrmurl Tigpe: |
Pzeve) Bty | (B [ saa] ol opeate iy

|eunice infommadon | Eaanerts | Youcher Attribules | Accouring Informalion
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Step 6 — Accounting Information Page

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Accounting Information
For most users, edits to the Accounting Information page will not be necessary. The exception to this rule

will be for advanced users, who will need to be familiar with the Match Action section of the page. This is
covered later in the course.

ACCOUNTING | NFORMATION PAGE

'1n\r0ice Information Payments EDucherAﬁributes"{ Accounting Information \'.

Unit: 11000 Invoice: Vendor: Becky's Bowling Center

Vioucher: REXT Date: D: 0ooooaoo1a

*Accounting Template: ISTANDARD ﬂ

‘ Account At: I Gross vl

*Status: I Ma Match vl

™ Pay UnMatched Voucher

B save)  ([Edvotity ) (2 Refresh [Ekadd | [ Update/Display

Invoice Information | Payments | Youcher Attributes | Accounting Information

At this point, if your voucher is complete click on the B save) icon to save your voucher.
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STEP7 —VOUCHER BUDGET CHECKING

Navigation: Accounts Payable > Vouchers > Entry > Regular Entry>Invoice Information

After the above steps have been completed, the final step is to Budget Check the voucher. After the
voucher has been saved, return to the Invoice Information page. This course covers both online and

batch methods of Budget Checking, it is important to note that the batch method will be the primary
method.

INVOICE INFORMATION PAGE

Invoice Information | Payments | Vousher Afiributes | Accounting Information_

Style: Regular Entry Status: Postahle Withholding Comrments =
Unit: 11000 Youcher ID:  NEXT

Budget Status: Mot Chi'd Post Status: Unposted

| PO Unit: | QJ Purchase Order: &) CopyPO | WWorksheet Copy Option: | Mone =l
Advanced Yendor Search Invoice No: |Dem0
Vendor: IDDDDDDDD15 QJ Invoice Date: IDSIDSIQDDS (e Accty Date: IDSIDBIQDDE 4
=l
Narme: IEIECKY—1 098-001 Q) ‘Pay Terms: | Mow - B
: =
Location: IMAIN G Misc Amt: | B
=l
*Address: I 14/ Frght Amt: I B
1, i i
Becky's Bowling Center Hon Merchandise Summary
4554 Ten Pin Avenue
Blsmarck: NE:58801 Total: I 20.00 *Curr:IUSD ﬂ Balance: 0.00

Notice that since the voucher has been saved, that the voucher now has a Voucher ID, and all of the

Invoice information has been populated. Next, click on the “Budget Checking” icon o= to start the
budget checking process.

“wnmice Information '\ Parmants 0 Soicher Miikides | Secousiing Infarmation |

Syl Reqllar Entry Stalus; Fostable thbolding Comnrens =]
Ut 11000 Voucher I (0000337 Grow S Dudget Status: Yl Post Status:  Unposted
PO Unit: Purcliase Order: | G PO YUorksheet Copy Option; | Mors =
Adyanced Yendor §amrch Imice N [Cemo
wnor: nooonoons (S Inenhce: Date:  |03M032003 5 Aoty Dates [ramEzons &
Marme: BECHY-10889-001 Pay Termg: | Mo -] E
Locatian: A |Gy Mis: AEit: T
“Address: 1) Fraghd furrt: =
Herky's Bovsding Cenbar han Merchandis= Summary

4584 Ten PinAvenue

Blamanck, MO 5501

Total: 20.00 “curr: [US00 5 Balance: .00

After completion, note the Budget Check status shows valid.
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BATCH BUDGET CHECKING
Navigation: Accounts Payable > Batch Processes > Vouchers > Budget Check

Budpet Check
Erviar atp | nfoamaban you hawa e click Saarh L el blank tor alit ol alival les

| i II!HI‘]U“-] B0 &N e W

i Lot B [ D s 3 |

I Caxe Somaiine

ey Char || Basie Beawh [ Bess Sagrvnieng

Finnd ar Exbing vl us | s 3 merw il e

To run the process, requires a Run Control, you can either create a new one, or specify an existing, for
our example, an existing Run Control was utilized by clicking on the ﬂl button.

Search Results
1-8 of 8

Hun Control ID L anguadge Code

Hudoet ChecH Enclish

MATCH English
Pay Post Enaglish
SUCK] English
SCkE English
Sckd English
Redister French

Youcher Post Endlish

From our results, we then select a Run Control ID. For this example the value Budget_Check was
selected.
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* Budget Check |

Run Control ID:  Budget_Check BeportManager  Process Monitor Al
Process Request Parameters First (4 1ot 1 [ Last
‘Process Frequency: |Always Process j ll;l
Request Number: 1
*Description: IBUUQEt Lhack

“Transaction Type: [sp_voucHER Q)

*Unit Option: All -

Youcher ID Option: I All vl

E Save :QReturn to Search) [+= Nextin LISt) 1= _1 .ElNotlfy ) '43 Refrash )

To run for all Business units, the page should be configured identically as the example above. Press the

Run

button to go to the Process Scheduler Request.
Process Scheduler Request

User ID: kreynalds Run Control ID: Budget_Check

Server Name; | *] RunDate: |nammnna [
Recurrence; | 'I Run Time: |5:23:21AN1 Resetto Current Date/Time |

Time Zone: I ﬂ

Select Description Process Name Process Type *Type *Format
W Comm. Cnirl. Budget Processor FEPKBDP3 COBOL 5aL {Mane) |(N0ne) *l

Press the ﬂ_l to start the process. After the process begins, you will be returned to the Budget
Check page. From there press on the Process Monitor link to check the status of the process.
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Process List E'ewerulii_s-f" |

User ID:|kreynn|ds ﬂ Type: | jLast |_1 |Days v| Refresh |

Server: I "I Hame: | Q Instance:l to |
Run Status: |

Custornize | Find | View &l | B First [0 1.4 cra (] Last

Process

Instance Seq. Process Type proseem User Run Date/Time Run Status  Details
2042 COBOL 80L FSPKBOP3  kreynolds D3/07i2003 5:23:21AM PET  Queued Details
2049 Anplication Engine AP_WCHRBLD kreynalds 0370652003 12:40:28PM PST  Success Details
2048 Application Enging AP_MCHRBLD kreynalds 03062003 12:25:25PM PST  Success Details
2047 Application Engine AP_VCHRBLD kreynolds 037062003 12:11:46FPM PST  Success Details

Go backto Budget Check

Refresh the panel by pressing on the —Rem!button, not more than twice per minute. When the
process completes, the Run Status should update to success.
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BUDGET CHECKING ERRORS

In our previous example, the voucher passed Budget Check successfully the first time through. In the
real world, this is not always the case. This chapter has been written to demonstrate the diagnostic
process of how to troubleshoot budget check errors, and get back on track.

Navigation: Accounts Payable — Voucher Entry — Invoice Information

INVOICE INFORMATION PAGE

When an error has occurred during budget checking, a Budget Status of “Error” will appear on the Invoice
Information Page.
Invoice Information Y Payments | Woucher Atiribltes ) Accounting Information

Style: Regular Entry Status: Postable YWithhalding Comments B &
Unit: 11000 Voucher ID: 00000333 Group: I g Budget Status: Error Post Status:  Lnposted

Budget Check Details button @ opens the Commitment Control page. This page displays the source
transaction type and the amount type for the voucher.

COMMITMENT CONTROL PAGE

Commitment Control

Commitrment Control Details

Source Transaction Type: oucher

Budget Checking Header Status: Errarin Budget Check
Commitment Control Amount Type: Actuals and Recognized
Commitment Control Tran ID: 0000000631
Commitment Control Tran Date: 01162003

[~ Owerride Transaction €

Budget Check I Goto Transaction Exceptions Go Tao Activity Log

Ok I Cancell Refresh

To view budget checking errors or warning messages for vouchers click on the Go to Transaction
Exceptions link (or follow the navigation shown below). The page lists budgets for the transaction lines
with exceptions. Users with the appropriate authority can override the budget exceptions on this page.
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Navigation to the Voucher Transaction Exceptions page:

Navigation: Commitment Control — Review Budget Check Exceptions — Voucher

COMMITMENT CONTROL VOUCHER EXCEPTIONS

{ Voucher Exceptions ' Line Exceptions

Business Unit: 11000 Voucher ID; 000003335
*Exception Type: I Errar ‘I I~ Override Transaction e @ @ %
Maximum Rows: | 100 ™ More Budgets Exist

Advanced Budaet Criteria

Budgets with Exceptions Customize | Eind | View All |l"1 First (4 406 14 [F] Last
Budget Override Budget Chartfields |_>

Business Ledger Override

Unit  Group  Budget LLonsfer
1@ 11000  APP_LN F Gomo. 8

Voucher ExceptionsTab: Budget Override

Business Unit — Displays the voucher business unit.

Voucher ID — Displays the voucher ID.

Exception Type - The budget checking status of the transaction either:

Error — Severe Violations of budget rules that will not allow a transaction to pass budget check.
Warning — Minor errors that do not exceed budget rules, and will pass if checked again.

Override Transaction - Enables the entire transaction to update the control budget, even if error
exceptions exist. Only for users with the appropriate security access will be able to do this. In addition,
not all failures are eligible for override. This option is not available if the transaction passed budget
checking with only warning exceptions, as warnings are automatically overridden..

Maximum Rows - The maximum number of rows that may be displayed in the scroll area.

More Budgets Exist - If selected, the transaction has more exceptions than the number entered in the
Maximum Rows field.
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i Budget Override Available Info button to determine why you can't override a single budget entry.
Click the Tran Override Available Info button to determine why you can't override the entire transaction.
The information displayed is determined on your location.

= The Budget Check button runs the Budget Processor again if the voucher was changed.

@ - The Budget Check Details button opens the Commitment Control page, where you can see the
source transaction type and the amount type for the voucher.

. Click the Fetch Selection button on transaction exception pages to refresh the Budgets with
Exceptions scroll area. Select on line exception pages to refresh the Transaction Lines with Budget
Exceptions scroll area.

@,

- Accesses detail pages, where you can view the reasons for the exceptions.

* - The View Related Links button will open a page with the following options:
Flease select one of the following links:

Goto Source Entry
Goto Source Indguing

Cancel |

Go to Source Entry — This will open the Voucher component so that changes can be made to the
voucher.
Go to Source Inquiry - This will open the Voucher Inquiry component to view the voucher.

Advanced Budget Criteria - Accesses the Budget Exceptions - Refine Inquiry Criteria page, where you
can restrict rows to specific business units, ledger groups, and accounts. Leave these fields blank to
return all values.

Refine Inguiry Criteria

Pusitoiza s Lit: |
Account Sl
‘Excepton Tyee:  |Eron =l
Madmemn Fows: | 100

Gk ory e 0 eaabke e Sher ot Cancer e fhenpes
_ ok || cemal |
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Voucher Exceptions Tab: Budget ChartFields
The Budget ChartFields displays the ChartField values for the budgets with exceptions.

" Voucher Exceptions Y Line Exceptions

Business Unit: 11000 Voucher ID: 000003335
*Exception Type: I Error 'l ™ Owerride Transaction 9 @ @ R
Mazitmum Rows: I 100 I™ More Budgets Exist Advanced Budget Criteria

Budgets with Exceptions A B First [ g orq [ Last
Budget Cverride | Budget Chartfields ) |55

Business Ledger A Operating Budget

e ccount =

Unit Group Unit Period
1@ 11000 APP_LN 110 2003L2

Business Unit — Displays the voucher business unit.

Ledger Group — Displays Commitment Control ledger group for the transaction header exception or
transaction line exception.
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COMMITMENT CONTROL LINE EXCEPTIONS
The Lines Exceptions tab displays details for voucher lines with budget exceptions.

' Voucher Exceptions | Line Exceptions |

Business Unit: 11000 Woucher ID; 000003335

*Line Status: IErrur 'l ™ override Transaction 0 @ @ %
Maximum Rows: I 100 ™ More Lines Exist

Line From; | ﬂ Line Thru: I ﬂ

Transaction Lines with Budget e
g ol First (4 1001 [ Last

Customize | Eind | i

Exceptions
Line Values

Line Chartfields ' Line Amount | [F=M

Line E‘ﬁg‘ﬂ Budyet Date GL Business Unit
® 11 030712003 11000

Line Status — Displays the budget checking status of the transaction line.

Line From/Line Thru - To view a range of lines, enter the voucher line numbers in these fields. The
prompt list shows only voucher lines with exceptions.

More Lines Exist - If selected, the transaction has more transaction line exceptions than the number
entered in the Maximum Rows field.

Line Exceptions Tab: Line Values

Line — Displays the number of merchandise lines.
Distribution Line — Displays the number of distribution lines.
Budget Date - Displays the budget date of the transaction line.

GL Business Unit — Displays the GL Business Unit.
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Line Exceptions Tab: Line ChartFields
The Line ChartFields displays the ChartField values for the voucher lines with exceptions.

\ioucher Exceptions | Line Exceptions |

Business Unit: 11000 Woucher ID: 000003335
‘Lihe Status: IErrnr 'l ™ override Transaction e @ @ %
Maximum Rows: | 100 ™ More Lines Exist

Line From: I ﬂ Line Thru: | ﬂ

ransaction Lines with Budget
Nceptions
[ Line Yalues

First (4 4051 [M] Last

ormize | Find | Yie

Line Chartfields Line Amaourt

Distribution Operating

Line Line Account Unit Dept Fund Code Class Program Code
@l 11 E020645 110 1000 0o

Line Exceptions Tab: Line Amount

The Line Amount displays the monetary amount for the voucher lines with exceptions.
! Voucher Exceptions | Line Exceptions

Business Unit: 11000 Voucher ID:  00000333F

*Line Status: | Error "'I [ Owerride Transaction O = E S
Maximum Rows: | 100 ™ More Lines Exist

Line From: I ﬂ Line Thru: I ﬂ

Transaction Lines with Budget Exceptions Custornize | Eind | Wiew A |":l First (4 4 o 1 [M] Last

Line %alues | Line Chartfields ¥ Line Amount

Line E:ﬁgim Foreign Amount _ Monetary Amount
@l 11 120.05 USD 120,05 USD
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DELETING VOUCHERS

The system supports the deletion of vouchers when necessary, all vouchers may be deleted, unless they
have been matched, posted or paid.

Navigation: Accounts Payable — Vouchers — Maintenance — Voucher Delete

Youcher Delete
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Business Unit: = ® |1 1000 qQ
Voucher ID; [ begins with l”
Entry Status: = - | -]

Invoice Number: |hegins wiith L”

Short Vendor Name: | hegins with ¥ | |

Vendor ID: [ begins with j| Q)
Name 1: |hegins with j|
I" Case Sensitive

Search | Clear | Basic Search ﬁ Save Search Criteria

The search page will allow you to enter several criteria in locating the voucher for deletion, While there
are several fields to assist in narrowing your search, Business Unit is the only one that is required. After
entering your criteria, pressing on the iarm button will yield your results.

Search Results

ey Al 1-100 of 277 ] Last
11000 00000333 Postable DEMO 2 2003-03-07 BECKNY-1099-001 00000000145 Becky's Bowling Centar
11000 00000332 Fostable Dermo 2003-03-03 BECKY-1099-001 00000000145 Becky's Bowling Centar

From your results, select the voucher you wish to delete.
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DELETE VOUCHER PAGE
button on the Delete Voucher page.

In order to delete the selected voucher, click on the

Delete Voucher | \_'fouc'her Dietails

Business Unit: 11000 Voucher: 00000332

Vendor: 0000000014 Becky's Bowding Center

ShortName:  BECKY-1098-001

Invoice: Dema Origin: 110 Header Budget Status: Walid
Date: 0332003 Group: Non-Prorated Budget Status:  valid
Gross Amount: 20,00 USD Entry Status: Postable

& save ) Return ta Search] +E Hextin List) +Z Previousz in List:l ETNenify )

Delete Youcher | Youcher Details

NOTE: The Voucher Details page displays additional vendor/voucher details about the voucher.

Warning -- Delete Confirmation (7030,12)

Press OKto delete the vaucher. Press Cancel ifyou do notwant to delete the vaucher.

Ok | Cancel|

The above confirmation message will appear, press the _':_jfi_! button to proceed.
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Microsoft Internet Explorer
& “You must click the budget check push button to budget the deleted woucher [FO30,373)

At thig point, you must click the Budget Check button to adjust the budget, so that your budget accounts for the deleted
voucher amaunt... Clicking the Budget Check button after deleting a voucher is the only chance you have to readjust
your budget to account for the deleted voucher amount. If vou save without reversing the budget, vou cannot adjust
your budget values, because the voucher and all of its data are gore.

The above message appears only if the voucher has previously been budget checked. This is to alert
you the fact that the budget check process must be ran again to reverse the expenditure before the

voucher may be deleted. Clicking on the button will return you the Delete Voucher Page

NOTE: It is very important to understand that if budget checking is not ran at this time, the batch process
will not select this voucher, and that the monies will not be restored to the budget.

A budget-checking icon @ appears within the Budget Check Deleted Voucher section. Click on the
budget-checking icon to run the process.

The Budget Checking Icon = will disappear from the page.

Click on B save) to refresh the page. The button will now be grayed out.

Delete Voucher |~ ‘jouc'her Dietails

Business Unit: 11000 Youcher: 00000332

Vendor: 0000000015 Becky's Bowling Center

ShortName:  BECKY-1099-001

Invoice: Dema Origin: 110 Header Budget Status: Mat Chi'd
Date: 037032003 Group: Non-Prorated Budget Status: Mot Chied
Gross Amount: 20,00 USD Entry Status: Deleted

Delete |

ﬁ Save QReturn to Search) +E Mextin List) +Z Previous in List) ElNo‘tif;r )

Delete Youcher | Youcher Details
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MATCHING

Matching is a flexible process that compares vouchers with purchase orders and receiving documents to
ensure that you are paying for what you ordered and received.
Matching compares the following and asks the questions:
2 Way matching — The invoice is compared to the PO. (Did we order this product?)
3 Way matching — The invoice is compared to the PO and the receiving document. (Did we order
and receive this product?)

VOUCHER M ATCH STATUS
Whether or not a voucher will be subject to matching is decided when the purchase order is created,

this information is transferred to the voucher and may be viewed by utilizing the following navigation:

Navigation: Accounts Payable — Vouchers — Regular Entry

Accounting | nformation Tab

Irrinice Infirnaion | Paerds  Uodcier Airbues | Recounting informalien |

LI H 11000 il flatching Damo hendnr:  Holen's Hardwan Slora

Wacher:  NENT Daale: 03M7rz003 e annonpoom?

“tecounting Template: [ETANDARD Q)

Aeonunl Az fﬁruss nd

“Slal s [Rtadl.l -

| T Pay Undatenad Visucher

= T T Bad) | ]t Dapi |

Lo |8 I rreadion | FaEments | vioucner stibnes | scoountng Infomatian
The Match Action should be in “Ready” status, had the voucher not been eligible for matching, the Match
Action would be “No Match”.
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Invoice Information Tab

Invoice Information \ul Payments | Youcher Atributes | Accounting Infarmation

Style: Regular Entry Status: Open Comments =) i B
Unit: 11000 Voucher ID:  NEXT

Budget Status: Mot Chik'd Post Status:  Unposted

‘ pounit| | purchase Order: | Cop/P0 | worksheet Copy Option: |None Ea
Advanced Yendor Search Invoice No: lMatching Demo
Vendor: M Q Invoice Date: [03/07/2003 i Accty Date: 030772003 Eil
Name: IM Q) ‘Pay Terms: | Mow - B
Location: W Q) Misc Amt: I— B
*Address: |_1 Ql Frght Amt: I— B

; Mon Merchandise SUMmmary
Helen's Hardware Store bon Merchandise Sumima

45654 16th Ave South

Bismarck, ND 58505

Total: I 3,000.00 *Curr:IUSD g Balance: 0.00

1 *Disthy: |2ty *| SpeedChart |_| iew PO/Receiver Associate Receiver(s) |
ltem Description Quantity UOM  Unit Price Extended amt I” Force Price
| QJ|Tatles [z:o000° [Ea @[ Tooo.0oooo | 3,000.00

To view more detailed information about the PO for any voucher line, utilize the View PO/Receiver link.

View Source PO/Recy

Unit: 11000 Voucher: MNEXT Line: 1 “Line Match Option [{WIIRGEIHME ~
PO Unit PO PO Line PO Schedule Receipt Unit Receipt Humber Line Schedule

[11000 [0o00000070 R [t1000 [o000000047 1 [

ok | | cancel | | Refresh |

Notice that the Line Match Option status is “Full Match” for this PO. Had this voucher not been selected
for matching, the status would have been “:No Match”.
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M ATCH R EQUEST PROCESS

Next, we run the Match Request Process, this process will check for any Match Exceptions that exist
between the voucher, purchase order, and / or receiving document. If none exist, the Match Status will
be set to “Matched”.

Navigation: Accounts Payable — Batch Processes — Vouchers — Match Request

Mateh Requess

Eired an Evcting Bk A a b Vanie

i Comnl i h_-.'rv;.ﬂ

B

Engan Estating Valug | Ad & Mew valua

Enter in a Run Control ID “Match" and click on “Add”.
{ Match Request \;;_M_éssages ]

Run Control ID:  Match Eeport Wanager  Process Monitor AT
*Description: |Match Request Match Manager
*Process Frequency: | Always Process |
*Options: |V0ucher =l
[ In First (4 1011 [¥] Last
*Business Unit Afoucher |
||11DDD <& [ooono3z4 al +] =]
Bl savel  [EdHaite Badd) (] Update/Display

hatch Request | Messages

Description - Enter a request description.
Process Frequency - Select Always Process.

Options - Select the level for which you want to run matching. The following options are available: All
Business Units, Business Unit, Control Group, Origin, and Voucher.

. Fun
Click on the 4|button to run the match request process.
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After a successful run of the process, returning to the voucher displays a Match Action of “Matched”.

Invaice Information -anments_ Moucher Aftributes ¢ Accounting Information

Unit: 11000 Invoice:  Match Demo Vendor:  Helen's Hardware Stare

Voucher: 00000334 Date: 03M07/2003 1D: noaooonoaty

*Accounting Template: ISTANDARD g

‘ Account At: |Gross 'l

*Status: | Matched 'I

™ Pay UnMatched Youcher

ﬁ. Save] [QRetunto Search) 1= Nesctin i_ist) It =F | [EMetity |2 Refrash B add n

Invoice Information | Payments | Youcher Atributes | Accounting Information
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M ATCH EXCEPTIONS

When the system encounters match exceptions during a match cycle, view the match exceptions log
created by the Match process. To view match exceptions:
Navigation: Accounts Payable — Review — Vouchers — Match Manager

In addition to the Business Unit, ensure that “Exceptions” has been selected for the Match Status field.

Match Manager Search
Match Manager
From Business Unit: To Business Uinit: From Voucher ID:  To Voucher ID: “Youcher Style:
[11000 Q [11000 Q [ U Q) |Anvouchers |
From Invoice Humber: To Invoice Humber: *Match Status: Buyer:
I Ql | Y |Excepti0ns Ll | ey,
SetiD: From Vendor Name: To Vendor Name: Voucher Date Type:
o | Q| al |1 3
From Vendor ID: ToVendor ID: fendor Location: From Date: To Date:
| Q| Q| Ql 03712003 [ [o3i7s2003
search | clear | Un-Maten |

Click on the iﬁf&l button and the Search Results will populate with vouchers that meet the search
criteria.

Search Results ze | Eind First (4] 12

{ Woucher Info \ Unmatch Info I==w
Un- Business 7 Purchase : Exceptions
Match Unit Voucher ID Match Status Vendor ID Invoice Number Gross Amt Currency Oriiars Receipts Lo
AP-029
[T 11000 00000017  Exceptions 0000000007 Reversing -50.00 USD i ] i ]
Woucher
[~ 11000 00000024 Exceptions 0000000003 égfciife‘“ersa' -64000.00 USD (1) (1]
[T 11000 00000335  Exceptions 0000000017 MWatch Demo 2 1000.00 USD (1] (1] (1]
Click on the eicon in Exceptions Log Field
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Use the Exception Log page to override the match exception or reject the voucher from further
processing.

Uinit: 11000 Voucher: 00000335 Group: Origin: 110
Vendor: 0000000017 Helen's Hardware Store

Invoice:  Match Demo 2 Invoice Date: 035072003 Gross Amt: 1,000.00 USD
Due: 03/07/2003 Disc due: Dscnt Amt:

YWiew Purchase Order  Wiew Receipt

" Rejected " Overridden ¥ Exceptions Apply | Unposted

Youcher Line Humber: 1

Match Exceptions

Match Control: STAMDARD Standard match rules

Match Rule: RULE_F100  Match Level: Standard

Unit price on the voucher line is different from the unit price on the PO line ﬂ .
when no price tolerance and % price tolerance were specified on the PO line. ™ Owerride

I

Next, select the voucher lines to Override on the right of the page, and set the Match Status to
Overridden. Finally, press the . __*PP¥ | putton to set the Match Action to “Overridden”.

If desired, the change in status can be verified by following the below navigation:
Navigation: Accounts Payable — Vouchers — Entry — Regular Entry — Accounting Information

¢ lwoice InformatiDTj- Bayments Eoucher.»'-\ﬁﬂbutes I( Accounting Information

Unit: 11000 Imvoice:  miatch Demo 2 Vendor:  Helen's Hardware Store

Voucher: 00000335 Date: 03072003 ID: noooooo017

*Accounting Template: IETANDARD Ql

Account At: IGI’DSS vl

*Status: |Overridden 'I

[T PayUnMatched Voucher

Notice that the Match Action is now set to “Overridden”.
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UNMATCHING VOUCHERS

After running the matching process, vouchers may be unmatched using the Match Manager page.
Unmatching resets the match status of selected purchase order(s) that were tied to a voucher. These
purchase orders can then be matched to other vouchers. A voucher can only be unmatched if it has NOT
been paid. For example: this process would be used when a purchase order has been matched to the
incorrect invoice. To access this page:

Navigation: Accounts Payable — Review — Vouchers — Match Manager

Match Manager
From Business Unit; To Business Unit; From Voucher ID:  ToVoucher ID: "Youcher Style;
[11000 qQ f11000 q | q | Q  |Alvouchers |
From Invoice Number: To Imvoice Number: ‘Match Status: Buyer:
| Q| Q [aH | q
SetlD: From Yendor Hame: To Vendor Hame: Youcher Date Type:
fereie @ | q | Q| 7]
From Yendor ID: To Vendor ID: Vendor Location: From Date: To Date:
| al | al | q |03/07:2003 [0z/0712003 ]
Search I Clear | Un-Match |

Business Unit- Select the business unit of the voucher to be unmatched, this is the only required field,
as all other only serve to narrow your search.
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Click on the __=&arth

button and the Search Results area will all the vouchers that meet the search
criteria.
Match Manager
Fro Blsiiss Ui T Bluesdinesss Lit: FromVoucher ;. Toweucher i Voucher Stie: ]
11000 (=] 11000 o [ 21| [ iy [ vauchars =]
oo I @ Bl Tor it BMutnbear: “MeCh Status Bunymi:
| al | a [A - | A
‘Betil: From Weridor Hames To Vendor Mame: WI.IGI'H’_DHE'IH:_B: —
|eTeTE (5, | =1 | Q) |Ar¢-:-umng Coale ;I
[Frosn Yendar 10; To Wernior 10 ernior Lo alives From Dates To Dales
[ al =1 [ =1] ETHFIEEN |[ElEHFEN T |

_Beanh_|

Wouches inle | Lnmelen infe

L K

Purchase Excephinns
nelers Frconris Laog
[F 14000 00000334 Mlebchecd 00000CO017  Watch Damo 300000 UED (5] (1]
[ 14000 Q0000335  cweriddan DOOODOO047 Watch Damo 2 100000 UED [4] (1] (1]

Select the voucher to be un-matched and click on the SRl button to un-match selected vouchers.
This resets the match statuses of the voucher, purchase order and receiver.

Unmatch sekectad wouchars? (7500,130)

Bsgnciatad Punchass Ondars snd Rszalms wil hies e status’ st

'l"'E'Sl (K]

Click Tes on the acknowledgement page to continue.

Match Manager

From Business Unit: To Business Unit: From Youcher ID: To VYoucher ID: “Woucher Stde:
[11000 = [11000 a =Y | =Y | & vouchers =l
From Inmvoice Number: To Invoice Humber: *Match Status: Buyer:
| a | QA =7 | Ql
SetlD: From VYendor Name: To VYendor Name: Youcher Date Type:
[sTaTE @) | al | al [Accounting Date = |
From Yendor ID: To Vendor ID: Yendor Location: From Date: To Date:
| al | al I Q) [ozio7/z007 |E) [ozinTrzo0z &)

Search |
Search Results

Youcher Info

Clear | Ln-mMatch I

¢ Unmatch Info

nize | Find | *
L E""'Siﬁ\mucher I Match Status VYendor ID Invoice Humber Gross Amt Currency purchase Receipts Exceptions
Match Unit St R et e S s e e s St e A e s Orders Log
~ 11000 00000334 Ready 0000000017 Match Demo 3000.00 UsSD
I~ 11000 00000335 Owverridden 0000000017 Match Demo 2 1000.00 UsD 9 e 9
After completion the UnMatch check box will be grayed out.
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PO ACTIVITY SUMMARY PAGE

The PO Activity Summary page is a great tool that gives a visual representation of activity that has
occurred against a purchase order. This is especially helpful when one desires to look at the history of a
PO prior to creating a voucher.

Navigation: Purchasing — Purchase Orders — Review PO Information — Activity Summary

PO Activity Summary
Enter any infarmation you have and click Search. Leave fields blank for a list of all walues.

[ Find an Existing Value ‘|

Business Unit: =¥ 11000 Q)
Purchase Order: | heging with _'_| |
Purchase Order Date: = = Ed

Purchase Order Reference: | begins with v ||
vendor ID: [ neginz with ¥| [0000000017 Ql

™ Case Sensitive

Search | | Clear | BasicSearch [g) Save Search Ctiteria

Utilize the above navigation to view a PO. The Business Unit field will default from your operator
preference. The additional fields, although not required, serve to narrow your search. In this example,
we have specified a specific Vendor ID. Click on the __s=ah | putton to return a list of values that meet
the search criteria.

Search Results
1-3 of 3

Business Unit Purchase Order Purchase Order Date Purchase Order Reference Yendor ID

11004a o0a0aogoya 03772003 blank ooooaoanty
110040 00o0a00053 Q22712003 POOS0 ooo0aoanty
11000 00o0aogo3o O2262003 hlanky o0ooooaoty

Our search results have only returned values where the Vendor ID is ‘0000000017”. This is an example
of how searches may be narrowed.
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Activity summary
Unit: 11000 PO Qnooooooyo Vendor: Helen's Hardware StorePO Status: Dispatched
Custamize | Find | B First [0 1o 1 ] Last
z lte:
Line [em Racis: tion M Amount Ordered  Armount Only
Line Hem Descrintion UOM Order Oty Amount Ordered  Amount Onl
12 1 Tables EA 4.0000 4000.000 FE
Oty Rowd: 4.0000 Oty Inved: 5.00 Oty Mtchd: 0.0000
Qty Accptd: 4.0000 Amt Inved: 4000.000 Amt Mitchd: 0.000
Receipt lhrvoice Matching Open Oty: 0.oo0o0 Open Amt: 0.000
CLRetumn to Search | (45 NextinList ] [ 12 ) [Edetity

The page shows us summary information regarding what has occurred after the PO has been dispatched.
Here we can ascertain that of ten items ordered, ten have been received, while of these, only eight have
been matched, and invoiced (vouchered). This means that we are awaiting receipt of two more. From
here we can get more detailed information by clicking on the Receipt, Invoice, or Matching links. In our
example, we will utilize the Invoice link.

Unit: 11000 PO 0000000070

Sched Hum AP Unit Youcher ID Line Quantity Invoiced Amount Invoiced
111000 Qoooozz4 1 3.00 3000.000 +| —|

a 111000 000003345 1 2.00 1000.000 +| —I

Activity Sumima oucher Inguiry

This page displays, which voucher created the eight invoiced items. From here we can either go click on
the Voucher Inquiry link to get more detailed information on the voucher, or go back to PO Activity
Summary page via the Activity Summary link.
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